
 

 

 

 

 
JOB DESCRIPTION 
 

 
JOB DETAILS: 
 
Job Title:   Venue Management Assistant 
 
Grade: 3  
 
Location of Work: Pyramid & Parr Hall  
 
Directly Responsible To: Front of House Officer 
 
Directly Responsible For: N/A 
 
Hours of Duty: Variable Permanent Hours                    
 
WORKING RELATIONSHIPS: 
Culture Warrington Board of Trustees and colleagues 
Agents, promoters, artists 
Venue hirers 
Customers  
Local community groups and organisations 
Warrington Borough Council Departments 
 
 
PURPOSE AND SCOPE OF JOB: 
 
To assist in the smooth and safe running of events by undertaking various stewarding 
and catering tasks to ensure the best customer experience at Pyramid and Parr Hall.  
 
To work with the Venue Management Team to ensure the smooth service from Bar & 
Kiosk points and to make sure the general facilities meet the needs of the Public and 
hirers. 
 
DUTIES AND RESPONSIBILITIES: 
 
 

1. Provide excellent customer service by answering questions and providing 
information to users of the venues. 

 
2. Ensure all Health & Hygiene items are delivered to meet the standards set by 

environmental Health, and ensuring such recording mechanisms are kept updated 
& maintained. 

 
3. Serve beverages and refreshments, set up bar and kiosk areas and carry out 

general cleaning duties of these areas, and sub areas as required. 



 

 

 
4. Operate electronic tills and follow cash handling/administrational procedures. 

 
5. Report all faults and failings in the Bar, Kiosk, etc. to the Duty Manager and bar 

supervisor. 
 
6. In liaison with the Management Team, ensure that all equipment and its operation 

comply with the current Health & Safety legislation. 
 

7. Assist in maintaining all records in regards to Bar & Kiosk operations. 
 

8. Assist management with cashing up procedures, and banking, securing cash 
floats, etc. 

 
9. Carry out front of house stewarding tasks at events, ranging from taking tickets, 

seating audience members, stewarding small or large events and generally 
providing a high standard of customer service. 
 

10.  Assist in the set up and resets for events when required pre and post event. 
 
11.  Assist the Venue Management Team at Pyramid and Parr Hall in ensuring that 

terms and conditions of hire, as laid out by Culture Warrington, are adhered to by 
users of the venues. 

 
12.  Assist in the fire drill procedure, and in the case of emergency to direct all to a 

place of safety, including evacuation in accordance with all relevant Health & 
Safety regulations. 

 
13.  Assist the Visitor Services team at Warrington Museum with delivering a high 

level of customer service and knowledge regarding the museum and its 
collections. 

 
14.  Assist the Visitor Service team at the museum with the security of the building 

and the collections. 
 
15.  Provide fire cover for the museum alongside Front of House staff, assisting in fire 

evacuations as a fire warden when required. 
 

16.  Undertake any other duties commensurate with the post and grade which 
contribute to the general purpose and objectives of Culture Warrington. 

 
17.  Be aware of and to adhere to the Health & Safety Policy of the venues and their 

facilities, undertaking such duties as required and ensuring that reasonable care is 
taken to maintain a healthy and safe working environment. 

 
18.  Attend all scheduled training sessions as requested. 

 
 

 



 

 

 

The nature of the duties listed above may over time change in which case the job 
description will be amended accordingly.  This may not alter the size and scope of 
the job.   
 
Date:  07/11/21   
 
Prepared/revised by: C Persoglio 
 
In conjunction with: 



 

 

PERSON SPECIFICATION 
 
NOTE TO APPLICANTS: 
 
Whilst all points on the specification are important, those marked ‘E’ (essential) are the 
key requirements.  You should pay particular attention to these points and provide 
evidence of meeting them.  Failure to do so may mean that you will not be invited for 
interview.  In addition to interviews a variety of other selection methods may be used 
such as tests or exercises dependant on the role applied for. You will be advised of any 
alternative selection methods in the letter inviting you for interview. 
 
JOB TITLE:  Venue Management Assistant 
 
GRADE:  3 
 
HOURS: Variable hours 
 
Key: (E) Essential (D) Desirable  
   
Experience  
 
Experience with working with the public. (E) A, I 
 
Bar experience - training will be given. (D) A, I  
 
Experience working within the arts/events sector (D) A, I 
 
Skills and Abilities  
 
Have good verbal & listening abilities, good approach to customer care, able to keep 
calm under pressure (E) A, I 
 
Have a good command of the English language. (E) A, I   
 
Have diplomacy and discretion but the ability to be assertive when necessary (E) A, I  
 
Be willing to undertake instruction and/or work on own initiative. (E) A, I 
  
Education/Qualifications/Knowledge  
 
Good standard of education including English & Maths to GCSE level 3, or above, or an 
equivalent qualification. (E) A, I,C 
 
Other Requirements  
 
Ability to work as part of a team and on own initiative   (E) I, A 
 
Commitment to personal training and development (E) I 
 



 

 

Excellent communication skills (E) I, A 
 
Flexibility in responding to work demands and the ability to work split shifts and evening 
and weekend hours in line with the needs of the business.   (E) A, I  
 
Handling cash and following set procedures (Health and Safety etc.)  (E) A, I 
 
Commitment to Equality and Diversity  
 
Ability to understand and demonstrate commitment to equality and diversity (E) I, A 
 
Commitment to Service Delivery/Customer Care  
 
Motivated, enthusiastic and hardworking individual who is committed to customer care  
(E) I 
 
METHOD OF ASSESSMENT ( M.O.A.) 
 
A = APPLICATION FORM, C = CERTIFICATE, E = EXERCISE, I = INTERVIEW, P = 
PRESENTATION, T = TEST, AC = ASSESSMENT CENTRE 
 


